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MEMORANDUM FOR:  Assistant Director, CR

YIiA t  Administyetive Staff, CR
GUBJECT ¢+ March Activity Report for Document Division.

1. The following veports are attached;
&. Docuwsents snd NSon-CilA Cables Recelved.
B. Btatistical Report for March 19%8.

2. The total mmber of documsnts received during the month increased by
7,635 over the previous month. The aversge dsily raceipte for March
{21 working days) incressed by 363 documents. 275 overtime hours were
spent in moving the incresaed fiow through the Anglyelis and FProcessing
Branches. The mmber of Hon~CIA Cables recelived and processed waa
sverega. The Relesse Section used 115 overtime hours during the month.

3. All CIA reports and moat of the other Agencles' reports were completely
processed through the "distridbution” and “typing” stages on schedule.
The control records show that all coples of 36% of the documents re-
csived wore diestributed to designated offices within three working days
of raceipt and that Tik of the processing coples of bdatched and "Rodexed”
dosuments were completsly processsed through the “typing” or finel atep
within five work-days of receipt. The balance of the documents in each
category was processed through in one - twe additicopal work daye.

k. The total oumber of non-productive hours (3,327) represents a decresse
of 1,302 from the previous month; 16§ of total mvailable man-hours as
compared to 25% lost for all reascns in February. This ls accounied
for primarily by the nbsences in Februsry due o the anow atorm.

5. The Processing Branch rep ced 10,33 during the month. This

25X1 warkload coneisted of (e _ |
pountiies and the Depsrtment of State and (b)) Memorsndn of Conversations
from the Departsent of State, each accounting for about 50%, and re-
quired the full time of one employes.
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